INDEX TO VOLUME 8 


JANUARY through DECEMBER 


Articles 
(A) Indicates Arbitration Case 
(D) Indicates Digest 
(C) Indicates Case 
Absenteeism Arbitration 
Were They Malingering? (A) . Jan. 27 IF YOU WERE THE ARBITRATOR: : 
The Supervisor and the Alco-. _ Were They Malingering? ..... Jan. 27 

.....4..5.... Feb. 13 A Question of Convenience ... Feb. 17 
Take It out of My Pay (C) .. Jul. 22 The Perennial Emergency .... Mar. 13 
Absenteeism: Industry’s High- | The Fitter Pipefitter ......... Apr. 17. 

Priced Headache .......... a The Delayed Demotion ...... May 15 

; The Hard Luck Transfer ..... June 31 

Alcoholism Action ............ Jul. 31 
The Preferred E 

The Supervisor and the Alco- See 17 

.....8..8.... Feb. 13. The Incompleted Day Oct. 18 

Delayed Action (A) ........ Jul. 31 — The Split Shift .............. Nov: 24 
Dec. 27 
Appraisal | 
P 4 ‘Bert Automation 
y Dread Performance Ap- — (See also Technology) 

Appraising Employees: Tell Audio-Visual Aids Join the As- 

Them the Truth (D) ...... Apr. 37 sembly Line OTe Jan. 51 
The Road to Maturity ........ Apr. 49 Data-Processing: Who Does 
The Delayed Demotion (A) .. May 15 What? eee Mar. 44 
When Employees Say, “I Didn’ t Think 8 Jul. 36 

When Dismissal is the Answer | Boss-Supervisor Relationships 

oR Ee May 48 Don’t Be Afraid to Sell That _ 

How to Make Performance Ap- SE ae Mar. 50 
praisals Pay Off (D) ....... Jun. 40 What Your Boss Needs From 

No Faith in Faith (C) ....... Nov. 29 Apr. 45 

Growing Stale In Your Job? (D) Dec. 32 (Don’t Pass the Buck to the Boss Jun. 16 

Some Negative Effects of Praise What Top Management Expects ; 
Dec. 40 Oct. 51 


44 SUPERVISORY MANAGEMENT 


From Supervisors (D)...... 


INDEX TO VOLUME 8 


JANUARY through DECEMBER 


Articles 
(A) Indicates Arbitration Case 
(D) Indicates Digest 
(C) Indicates Case 
Absenteeism Arbitration 
Were They Malingering? (A) . Jan. 27 IF YOU WERE THE ARBITRATOR: : 
The Supervisor and the Alco-. _ Were They Malingering? ..... Jan. 27 

.....4..5.... Feb. 13 A Question of Convenience ... Feb. 17 
Take It out of My Pay (C) .. Jul. 22 The Perennial Emergency .... Mar. 13 
Absenteeism: Industry’s High- | The Fitter Pipefitter ......... Apr. 17. 

Priced Headache .......... a The Delayed Demotion ...... May 15 

; The Hard Luck Transfer ..... June 31 

Alcoholism Action ............ Jul. 31 
The Preferred E 

The Supervisor and the Alco- See 17 

.....8..8.... Feb. 13. The Incompleted Day Oct. 18 

Delayed Action (A) ........ Jul. 31 — The Split Shift .............. Nov: 24 
Dec. 27 
Appraisal | 
P 4 ‘Bert Automation 
y Dread Performance Ap- — (See also Technology) 

Appraising Employees: Tell Audio-Visual Aids Join the As- 

Them the Truth (D) ...... Apr. 37 sembly Line OTe Jan. 51 
The Road to Maturity ........ Apr. 49 Data-Processing: Who Does 
The Delayed Demotion (A) .. May 15 What? eee Mar. 44 
When Employees Say, “I Didn’ t Think 8 Jul. 36 

When Dismissal is the Answer | Boss-Supervisor Relationships 

oR Ee May 48 Don’t Be Afraid to Sell That _ 

How to Make Performance Ap- SE ae Mar. 50 
praisals Pay Off (D) ....... Jun. 40 What Your Boss Needs From 

No Faith in Faith (C) ....... Nov. 29 Apr. 45 

Growing Stale In Your Job? (D) Dec. 32 (Don’t Pass the Buck to the Boss Jun. 16 

Some Negative Effects of Praise What Top Management Expects ; 
Dec. 40 Oct. 51 


44 SUPERVISORY MANAGEMENT 


From Supervisors (D)...... 


2 


Cases 


Like a Dutch Uncle (Nov. 
The 90- Day Wonder = (Dec. 


The Ten O’Clock Scholar .... Jan. 32 
‘Status: Wee. ..:... Apr. 29 
The Ga... May 27 
too .. Jun. 21 

Take It Out of My Pay ....... or. 
Too Young and Bossy? ....... Aug. 33 

A Matter of Policy .......... Sep. 33 
The Farewell Letter ....... Ge 
No Fatt 06 Noy. 28 
Double Dec. 18 

Communication 


(See also Interdepartmental Rela- 
tionships; Motivation; Training) 


Personnel is People .......... Jan. 16 
Don’t Make a Production Out of 

Unaccustomed As I Aon 


Wishing Won’t Make ItSo.... Jan. 38 
Getting the Most From a “Fast Bete 

The Seven Deadly Sins of Su- 


pervision Feb. 
Why Supervisors Don't Com- : 

municate Feb. 9 
Ten Against One (C) ........ Feb. 30 
Is Training On Your Daily 

Those Extemporaneous ‘On-the- 

Job Speeches (D) Feb. 46 
How to Prepare New Workers 

Stop Being So Nice! (D)-.... Feb. 51 


Why They ~ Mar. 


How to Lead a Small Meeting— 
and Get the Most Out Of It 


Mar. 


Don’t Be Afraid to Sell That 


Ideal (3 ‘Mar. 


Statistics: Industry’s Second 


Language Mar. 
Information Blackouts, Bottle- 


necks, and Breakdowns— 

When Is the Supervisor to 

How the Supervisor Can Use the 


*' What the Supervisor Should 


Know About _ Programed 

Appraising Tell 

Them The Truth (D) ..... Apr. 
Making Every Word Count (D) Apr. 
What Your Boss Needs_ From 

The Road to Maturity (D) ... Apr. 
Twelve Easy Ways to Discour- 

age Ideas (D) Apr. 


. Memo on Memos: Write Less, 


How to Lose a New Employee May 


Making a Change: Must There 


Be Resistance? (D) ...:.... May 
When Employees “T Didn't 

The Art of Speaking Your Mind 

Don’t Pass the Buck to the Bos Jun. 
Jargon Costs More, Says Less 

Jun. 
Creating the Climate for Coop- 


Employee Recreation: What Is 


the Supervisor’s Role? ..... Jul. 
How to Write a Business Article Jul. 


to Handit Employee 


‘But That Isn’t What I Meant! Aug. 


The Return of the Handwritten 


Data Retrieval: Management's 


Defense Against Waste (D) . Aug. 


What Price Harmony ........ Sep. 
Words—And the Trouble They 
Can Get Ue Sep. 


(A)—Apbitration Case; (D)—Digest; (C)—Case 
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How To Sell Your Ideas (D) . 
Hiring Interviews: Planning 
Makes the Difference 
Do Your Reports Re: ally Re- 
port? 
Cybernetics (D) 
Is Your Language Clear? (D) 
Communication: Words Aren't 
Everything 
How To Run Better Meetings 
(D) 


Cost Control 


Measuring Time Lost 
Machine Tool Overhaul: You 
Don’t Have to Farm It Out 
(D) 
Are You Throwing Out Valua- 
ble Scrap? (D) ; 


Through the Paper Jungle: 
Short Cuts to Lower Costs 


How to Pin Down Materials 
Handling Problems 
Make Housekeeping Programs 
Pay Off 
Work Scheduling: The Super- 
visor’s No. 1 Weapon Against 
Overtime 
Make Sure the Price is Right 
(D) 
Are Those Holes in Your Cost- 
Cutting Programs? 
Put Your Storage Space to Work 


Are You Making the Most of 


Your Filing Space? (D) .... 
Jargon Costs More, Says Less 
(D) 
Office Forms: 
Right (D) 
Help Yourself to Better Main- 
tenance 
Keep Your Handling 
ment Rolling (D) 
How Much Supervision? (D) .. 
Stretch Your Duplicating Dollar 
Is This Call Necessary? 
How To Use a Work Count .. 
The Return of the Handwritten 
Note (D) 
The Hidden Key to Higher Pro- 
ductivity 


Keep the Price 


Sep. 
Oct. 


Oct. 
Oct. 


Nov. 
Dec. 


Dec. 


Jan. 


Jan. 


Jan. 


Feb. 


Feb. 


Mar. 


Mar. 


Mar. 


Apr. 
May 


Jun. 
Jun. 
Jun. 
Jul. 


Jul. 
Jul. 


Aug. 


Aug. 


Aug. 


Aug. 


Sep. 
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Is There Method in Your Mail- 
room? (D) 
What the Supervisor Should 
Know About Value Analysis 
How to Combat Crisis and Con- 
fusion in the Office (D) .... 
Stop Cramming Those Files .. . 


Counseling 


Why Dread Performance Ap- 

praisals 
The Ten O’Clock Scholar (C) 
The Supervisor and the Alco- 

holic Worker 
Ten Against One (C) . 
Stop Being So Nice (D) 


The Real Meaning of Discipline | 


Appraising Employees: Tell 
Them the Truth (D) ... 
The Road to Maturity (D) ... 
Making a Change: Must There 

Be Resistance (D) 
The Art of Speaking Your Mind 
(D) 
Common Sense About Correc- 
tive Discipline 
How to Handle 
Gripes (D) 


Employee 


Creativity 
On Inventing Upwards 
Don’t Be Afraid -to Sell That 
Idea! (D) 
Twelve Easy Ways to Discour- 
age Ideas (D) 
Are You Holding Your Subor- 
dinates Back? 
Putting New Ideas to Work ... 
Don't Pass the Buck to the Boss 


~ How to Sell Your Ideas (D) ... 
~ Wanted: More Information (D) 


Sep. 


Oct. 


Decision-Making 
(See also Problem-Solving) — 
Nothing Ventured, Nothing 


-. The Delayed Demotion (A) .. 


The Unkindest Cut (C) 
When Dismissal is the Answer 
(D) 
What Your Boss Needs From 
You (D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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a 54 Oct. 41 
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Jan. 32 
| Feb. 13 
«(19 Feb. 30 
Feb. 5} 
4 
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Apr. 37 
«48 Apr. 49 
42 
May 45 
44 
Jun. 13 
36 
Jul. 38 
| 
Mar. 18 
Mar. 50 
10 Mar. 51 
43 May 4 
4 
46 Jun. 16 
41 
3 37 
14 
54 
8 an. 13 
May 27 
May 48 
Apr. 45 


Delegation 
(See also Training) 


Who’s Your Stand-In? ....... 
Fit as a Fiddle (C) 
Data-Processing: 
What? 
Work Scheduling: The Super- 
visor’s No. 1 Weapon Against 
Overtime 
Supervisor or Spectator? ...... 
Status Woe (C) 
Are You Holding Your Subordi- 
nates Back? 
Making a Change: Must There 
Be -Resistance? (D) 


Who Does 


Task Planning: Key to Effective _ 


Delegation 
How to Make Performance Ap- 
praisals Pay Off (D) 
The Preferred Equipment (A) . 
One More Duty (A) 
When to Slacken Those Reins 
(D) 


(D) 
How To Combat Crisis sad Con- 
fusion in the Office (D) .. 


Discipline 
(See also Absenteeism) 
Why Dread Performance Ap- 


The Ten O’Clock Scholar (C) . 


Are Your Safety Rules Doing - 


Ten Against One (C) 
Stop Being So Nice! (D) 
The Real Meaning of Discipline 
Appraising . Employees: Tell 


Them the Truth (D) ...... 


The Road to Maturity (D) ... 
The Art of Speaking Your Mind 

(D) 
‘When Dismissal is the Answer 

(D) 
Common Sense About Correc- 

tive Discipline 
Too Many Cooks (C) 
A Case of Malicious Obedience 
Take It Out of My Pay (C) . 
Delayed Action (A) 
Is This Call Necessary? ...... 


May 


Jun. 
Jun. 
Jul. 
Jul. 
Jul. 
Aug. 


45 


48 


13 
21 

4 
22 
31 


19° 


The Incompleted Day (A) .... 
No Comment (A) 


A Matter of Policy (C) ...... 


Employee Development 


Why Dread Performance Ap- 
praisals? 
Personnel is People 
Who’s Your Stand-In?.......-. 
The Real Meaning of Discipline 
Training Older Workers in New 
Skills 
Appraising Employees: Tell 
the Truth (D) 
The Road to Maturity (D) .... 
Are You Holding Your Subordi- 


The Delayed Demotion (A) .. 
Making a Change: Must There 
Be_ Resistance? (D) 
Putting New Ideas to Work . 
How to Make Performance Ap- 
praisals Pay Off (D) 


Show Trainees How to Practice 


How to Use A Work Count . 


Grievances 
(See Arbitration) 
How to Handle 
Gripes 


Employee 


Group Interaction 


How to Lead a Small Meeting— 
And Get the Most Out of It 
(DY 

Information Blackouts, Bottle- 
necks, and Breakdowns— 
When is the Supervisor to 

Are You Holding Your Subordi- 
nates Back? 

Making a Change: Must There 
Be Resistance? (D) 

Putting New Ideas to Work ... 

Creating the Climate for Coop- 
eration (D) 


“A Case of Malicious Obedience 


Employee Recreation Programs: 


What Is the Supervisor’s Role? . 


What Makes Workers Want To 
Do Their Best? (D) 


(AA rbitration Case; (D)—Digest; (C)—Case 


Jul. 


Mar. 
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Sep. 33 
Dec. 27 
rep. 22 
Mar. 44 
jan. 
Jan. 16 
Mar. 38 Feb. 22 
Apr. 1S Mar. 4 
Apr. 29 
| Mar. 9 
May 4 
Apr. 37 
May 37 Apr. 49 
Moy 
Jun | May 15 
Jun. 40 
Aug. 18 May 37 
Sep. 17 Jun. 4 
| Sep. 39 Jun. 40 
Let Others Solve Your Problems 
Jul. 
Sep. 54 
Oct. 41 
3: 
Feb. 18 
Feb. 30 
Feb. 51 
Mar. 4 
Apr. 37 Apr. 
Apr. 49 
May 4 
May 
May 37 
Jun. 4 
Jun. 51 


What Price Harmony? ....... 
Let Others Solve Your Problems 
(D) 
What Quality Control Needs 
From You 
Turn Production Goals into Em- 
ployee Goals 
How to Be Popular, 
Boss 


though 


Handicapped Workers 


Hiring the Handicapped—Is It 
Really Good Business? (D) . 


Health 


The Supervisor and the Alco- 
holic Worker 
How to Control Your Weight . . 
How to Prevent Injuries (D) .. 
Keeping Fit on the Job . 
Hiring the Handicapped—Is It 
Really Good Business? (D) . 
Keeping Employees Healthy 


Hiring 
Getting the Most From a Fast 
Interview (D) 


How Not to Size Up People (D) 


Hiring Interviews: Planning 
Makes the Difference 
Hiring the Handicapped—Is It 
Really Good Business? (D) . 


Housekeeping 


Make Housekeeping Programs 
Pay Off (D) 
Think Of It (D) 
Keep Your Handling Equipment 

Rolling (D) 
Nine Guides to Good House- 
keeping (D) 


Induction 


How to Prepare New Workers — 


How to Lose a New Employee . 
Show Trainees How to Practice 
(D) 
Start the New Employee Off 
Right (D) 


Sept. 


Sep. 


Nov. 
Nov. 


Dec. 


Nov. 


Feb. 
Feb. 
Apr. 
May 


Nov. 
Nov. 


Dec. 


Jan. 


Aug. 


Oct. 


Nov. 


Mar. 


Jul. 
Jul. 


Dec. 


Feb. 
May 


Jul. 


Nov. 
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45 
46 
17 


4a 


36 
36 
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43 
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16 
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38 


Hiring 


Instruction 
(See Training) 


Inter-Departmental Relationships 


Too Many Cooks (C) 

The Preferred Equipment (A) . 

What the Supervisor Should 
Know About Value Analysis 


Interviewing 


Why Dread. Performance Ap- 
Apraisals? 
Getting the Most From a Fast 

Interview (D) 
How the Supervisor Can Use the 

Exit Interview 
How Not to Size Up People ( D) 
Interviews: Planning 
Makes the Difference 


Lateness 
The Ten O’Clock Scholar (C) . 


Leadership 


Never Take Her For Granted: 
Some Guides For Supervising 


_ Women Workers ......... 
Nothing Ventured, Nothing 
The Seven Deadly Sins of Su- 


The Real Meaning of Discipline 
How One Supervisor Manages 
His Job 
Why They Quit 
Supervisor or Spectator? ...... 
Making A Change: Must There 
‘Be Resistance? (D) 
Task Planning: Key to Effective 
Delegation 
Don’t Pass the Buck to the Boss 
Creating the Climate For Co- 
operation (D) 
Building Your Management Po- 
tential 
The Positive Personality. 
Inner Conflicts and the Problem 
of Leadership (D) 
The Supervisor’s Role in Fire 
‘Prevention 


What Top Management Expects 


From Supervisors 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Feb. 
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Apr. 
May 


Jun. 
Jun. 


> Jun. 


Jul. 
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21 
18 
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4 
45 | 
18 
17 
Illness in the Family ......... | 
| 4 
4 
3 
1S 
16 
5] 
. Oct. 44 
47 


What -Quality Control -Needs 
from You 


Listening | 
(See Communication) 


Maintenance 


Machine Tool Overhaul: You 
Don’t Have to Farm It Out 
(D) 

Are You Throwing Out Valua- 

The Perennial. Emergency (A) 

Make Housekeeping Programs 
Pay Off (D) 

Maintaining Office Equipment: 
Make Sure the Price is Right 
(D) 


Get the Most From Portable 


Power Tools (D) 
Keep Them From Falling .... 
Help Yourself to Better Main- 

tenance 
Keep Your Handling Equipment 

Tools, Parts, Materials: How 
and When to Standardize .. 


Managing Your Job 


’ Never Take Her for Granted: 
Some Guides for Supervising 
Women Workers 

Nothing Ventured, 
Blamed 

Personnel Is 

Wishing Won’t Make It So (D) 

The Seven Deadly Sins of Su- 
pervision 

Who’s Your Stand-In? ....... 

_ “Effective Immediately” 

The Real Meaning of Discipline 

How One Supervisor amet 

Are There Holes in Wane Cost- 

Cuttiog ........ 

Supervisor or Spectator? ..... 


What Your Boss Needs From : 


You (D) 
Twelve Easy Ways to Discour- 
age Ideas (D) 
Are You Holding Your Subordi- 


> Making a Change: Must There 
Be Resistance? (D) 


Noy. 10 


42 


Jan. 48 


Mar. 36 


Jan. 9 


Jan. 13 
Jan. 16 
Jan. 38 


Feb. 4 
Feb. 22 
rep. 27 
Mar. 4 
Mar. 14 


Apr. 8 
Apr. 15 


Apr. 45 


Apr. 33 . 


May 4 


May 37 


Eleven Ways to Get More Done 


(D) 
Task Planning: Key to Effective 
Delegation. 


Don’t Pass the Buck to the Boss 
How Does A Manager Man- 


age? 
When You Have to Explain 
Company Policy (D) 
Creating the Climate for Coop- 
eration (D) 
Message to Managers 
Building Your Management Po- 
How to Handle Employee 
Organize Your Time to Get 
More Done (D) 
What Makes a Great Team 
Great? 
The Positive Personality 
Letter to An Ambitious Super- 
visor 
Rank Has Its Privileses 
What Price Harmony? ....-... 
How to Sell Your Ideas (D) 
Wanted: More Information 
(D) 
Inner Conflicts and the Problem 
of Leadership (D) 


| What Top Management Expects 


from Supervisors (D) 
What To Do When You've 
-Goofed 


Turn Production Goals into 
Employee Goan 
Start the New Employee Off 
How To Be Popular, though 
BOOB. 


Growing Stale In Your Job? .. 


Meetings 


Unaccustomed As I Am 
Those “Extemporaneous” 
the-Job Speeches 
How to Lead a Small Meeting— 
and Get the Most Out of It 
(D) 
Are They Getting Your Safety 
How to Run Better. Meetings 
(D) 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


Jun. 
Jun. 


Jun. 
Jun. 


Jun. 
Jul. 


Jul. 


Jul. 


Jul. 
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16 


49 


| 
48 
| 
| 12 
Mar. 13 
| mm 28 
38 
Mar. 41 «48 
3 May 40 Aug. 12 
Jun. 32 Aug. 22 
| Jul. 14 Sep. 4 
Sep. 10 
Ful... 51 Sep. 14 
Sep. 41 
Dec. 38 
Oct. 44 
Oct. 51 
Nov. 4 
Nov. 14 
Nov. 38 
Dec. 4 
Dec. 32 
Jan. 28 
Feb. 46 
Mar. 47 
Sep. 23 


Methods improvement 
(See also Technology) 


Don’t Make a Production Out of 


Audio-Visual Aids Join the As- 
senmpiy Line (D) .f....... 
“Effective Immediately” ...... 
Through the Paper Jungle: 
Short Cuts to Lower Costs 


How to Pin Down Materials- 
Handling Problems (D) ... 
On Inventing Upwards 
Make Housekeeping Programs 
Pay Off (D) 
Work Scheduling: The Supervi- 


sor’s No. 1 Weapon Against 
Overtime (D) 


Are There Holes in Your Cost- 
Cutting Programs? ........ 


What the Supervisor Should 
Know About Programmed 


Make On-the-Job Reading Go 
Faster (D) 
Put Your Storage Space to Work 
Making Every Motion Count . . 
Eleven Ways to Get More 
Help Yourself to Better Mainte- 
nance 
Choosing the Right Desk for the 
Keep Your Handling Equipment 
How to Use a Work Count ... 
The What, Where, When and 
How of Record-keeping (D) 
The Hidden Key to Higher Pro- 
ductivity 
Speed Reading and What It’s 
Gocd For 
What the Supervisor Should 
Know About Value Analysis 
How to Combat Crisis and Con- 
fusion in the Office (D) .... 
Seven Kinds of Personnel Tests 
(D) 


Jan. 
Jan. 
Feb. 
Feb. 


Feb. 


Mar. 


Mar. 


Mar. 


Apr. 


Apr. 


Apr. 
May 
May 


May 
Jul. 
Jul. 


Jul. 


Aug. 


Aug. 


S ep. 
Oct. 
Oct. 
Oct. 


Oct. 
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Personnel Is People 


‘The Unkindest Cut (C) 


What Top Management Expects 

From Supervisors (D) 
How to Calculate Faster 
Pointers for Paper Users (D) . 
Planning Office Workloads (D) 


Morale 


Why Dread Perfermance Ap- 
Never Take Her for Granted: 
Some Guides for Supervising 
Women Workers 


Stop Being So Nice! (D). ..... 
The Real Meaning of Discipline 
How One Supervisor Manages 
His Job | 
Appraising Employees: 
-Them the Truth (D) 
The Road to Maturity:(D) .. 


Making a Change: Must There 
Be Resistance? (D) . 
Creating the Climate for Coop- 


A Case of Malicious Obedience? 
How to Handle Employee 

What Makes a Great Team 

What Price Harmony? ....... 
The Hidden Key to Higher 


A Matter of Policy (C) 
What’s Behind Employee Atti- 
tudes Toward Change? ..... 
The Man in Charge of Motiva- 
tion 
Turn Production Goals Into 
Employee Goals 
How to Be Popular—Though 
Boss 
Growing Stale In Your Job? (D) 


Some Negative Effects of Praise. 


(D) 


Motivation 


Oct. 


Nov. 
Nov. 


Dec. 


Jan. 


Jan. 
Feb. 


Mar. 


Mar. 


Apr. 


Apr. 


May 
May 


Jun. 
Jul. 


Jul. 


A ug. 


Sep. 


Sep. 
Sep. 


Oct. 


Nov. 


Nov. 


Dec. 
Dec. 


Dec. 


Why Dread Performance Ap- ? 
Jan. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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34 


_ 
51 
27 
44 
16 
5] 
36 
37 
27 
24 
10 
20 
5] 
14 18 
33 
40) 
4 
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14 
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28 
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The Supervisor and the Alco- 
holic Worker 
Who’s Your Stand-In? ....... 


“Effective Immediately” ...... 
Is Training on Your Daily 


Stop Being So Nice! (D) 
The Real Meaning of Discipline 
On Inventing Upwards 


Supervisor or Spectator? ..... 


Tell 


Appraising Employees: 
Them the Truth (D) 
‘What Your Boss Needs From 
You (D) 
The Road to Maturity (D) . 
Are You Holding Your Subor- 
dinates Back? 
-Making a Change: Must There 
Be Resistance? (D) 
Eleven Ways to Get More Done 
(D) 
Putting New Ideas to Work. 
How to Make Performance Ap- 
_praisals Pay Off (D) 
Creating the Climate for Coop- 
eration (D) 
A Case of Malicious Obedience? 
Building Your Management Po- 
tential 
The Positive Personality 
How to Use a Work Count ... 
What Makes Workers Want to 
Do Their Best? (D). ....... 
Letter to An Ambitious Super- 
visor .. 
Are They Getting Your Safety 
How to Sell Your Ideas (D) . 
Let Others Solve Your Prob- 
lems (D) 
What’s Behind Employee Atti- 
tudes Toward Change 
Wanted: More Information (D) 
The Man in Charge of Motiva- 
tion. | 
Turn Production Goals Into 
Employee Goals 
Start the New Employee Off 
Right (D) 
Some Negative Effects of Praise 
(D). 
Growing Stale in Your Job? (D) 


Dec. 
Dec. 


. 38 


40 


32 


‘Danger in Disguise 
~ How to Combat Crisis and Con- 


Office Management 
(See also Alcoholism; 
Boss-Supervisor Relationships; Com- 
munication; Cost Control; Creativity; 
Decision-Making; Delegation; Induc- 
tion; Interviewing; Job Description; 


Leadership; Let’s Get. 


Down 


Appraisal; 


to 


Cases; Managing Your Job; Morale; 
- Motivation; Planning; Training; Writ- 


ing) 


Scheduling: The Supervi- 
1 Weapon Against 


sor’s No. 
Overtime (D) 
Maintaining Office Equipment: 
Make Sure The Price Is — 
(D) 
Data-Processing:. 
What? (D) 


Are You Making The Most of. 


Your Filing Space? (D) . 
Office Forms: 

Right (D) 
Choosing The Right Desk for 
The Job (D) 
Stretch Your Duplicating Dollar 
Is This Call Necessary? ...... 
How to Use a Work Count .. 


- The What, Where, When and 


How of Record-keeping (D) 
Is There Method in Your Mail- 
room? (D) - 


fusion in The Office (D) ... 


Stop Cramming Those Files ... 


Pointers for Paper Users (D) . 
Planning Office Workloads (D) 


Older Workers 

Training Older Workers in New 
Skills 

Personal Management 


Unaccustomed As I Am 
How to Control Your Weight . . 


When You Have to Fight a Fire 


How to Foil a Car Thief 
Going Camping? Take These 
Precautions with Fire and 
Fuel 


Work 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


Keep The Price. 
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Feb. 13 
Feb. 22 
Feb. 27 
Feb. 40 
Feb. 51 
Mar. 4 
477. 15 
_ 
Apr. 37 
Apr. 45 
Apr. 49 Mar. 38 
wee Mar. 41 
May 3! Mar. 44 
May 51 
jun. 4 43 
| Jun. 40 Jun. 33 
Jul. 40 
Aug. 8 
Aug. 19 
Aug. 2 
Aug. 22 Aug. 42 
Sep. 47 
Sep. 4 Oct. 41 
Nov. 20 
Sep. 23 Nov. 47 
Sep. 41 Dec. 34 
Sep. 54 
Mar. 9 
Oct. 37 | 
Jan. 28 
Mar. 32 
Nov. 14 Apr. 35 
May 33 
Teaching Your Children About 
| 


Families Need Safety Programs, 
Too 
Driving on Roads Steep and 
Narrow 
Parents 
Children 
Speed Reading and What It’s 
_ Good For 
And Don't Forget to 
“Write” 
Illness in the Family 


Placement 


and Their Teenage 


Nov. 35 
Dec. 28 


(See Appraisal; Interviewing) 


Planning 


Work Scheduling: The Sugervi- 


sor’s No, 1 Weapon Against 
Overtime (D) 
Maintaining Office Equipment: 
Make Sure The Price Is Right 
(D) 
Are There Holes in Your Cost- 
Cutting Programs? ........ 
Putting Your Storage Space to 
Work 
Making a Change: Must There 
Be Resistance? (D) 
Task Planning: Key to Effective 
Delegation 
Don’t Pass the Buck to the Boss 
Organize Your Time to Get 
More Done (D) 
How Much Supervision? (D) 
Is There Method in Your Mail- 
room? (D) 
Let Others Solve Your Prob- 
es 
Hiring Interviews: Planning 
Makes the Difference 
What the Supervisor Should 
Know About Value Analysis 
What Quality Control Needs 
from You 
Planning Office Workloads (D) 


Plant and Equipment 


Machine Tool Overhaul: You 
Don’t Have to Farm It Out 
(D) 


Mar. 38 


Mar. 41 
Apr. 8 
May 10 
May 37 
Jun. 8. 
Jun. 16 
Jul. 48 
Jul. 54 
Sep. 47 
Sep. 54 
Oct. 17 
Oct. 28 
Nov. 10 
Dec. 34 
Jan. 42 


Are You Throwing Out Valu- 
able Scrap? (D) 
Audio-Visual Aids Join the As- 
sembly Line (D) 
New Ways to Make Things 
Stick (D) 
Are Your Safety Rules Doing 
Make Housekeeping Programs 
Pay Off (D) 
Tomorrow’s Measuring Tech- 
niques (D) 


Put Your Storage Space to Work 


Get the Most From Portable 
Power Tools (D) 
Silent Sound Goes to Work (D) 
Keep Them From Falling (D) 
Help Yourself to Better Main- 
New Materials for Industry (D) 
Keep Your Handling Equipment 
Rolling (D) 


Problem Solving 


ing) 


How to Pin Down Materials- 


Handling Problems (D) .... 


Scheduling: The Supervi- 


sor’s No. 1 Weapon Against 
Overtime (D) 
Are There Holes in Your Cost- 
Proerams? ........ 
Let Others Solve Your Problems 
(D) 


How to Combat Crisis and Con- 


fusion in the Office (D) . 


What to Do When You’ ve 


Goofed 


Productivity 


Jan. 48 

Jan. 51 | 
Jan. 53 
Feb. 18 
Mar. 36 


Apr. 53 
May 10 


May 40 
May 53 
Jun. 32 


Jul. 414 
Jul. 45 
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(See also Creativity; Decision ae | 


Feb. 44 


Mar. 38 
8 
Sep. 54 
Oct. 41 


Nov. 1 


(See also Methods Improvement; 


Morale; Motivation) 


Audio-Visual Aids Join the As- | 


sembly Line 
Through the 


Paper Jungle: 


Short Cuts to Lower Costs 


(D) 
How to Pin Down Materials- 
‘Handling Problems (D) .... 
Unsafe Acts Are Production 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Jan. 51 


Feb. 42 
Feb. 44 


Mar. 20 


Sez 
Aug. 29 
Sep. 26 
25 


- Work Scheduling: The Supervi- 
: sor’s No. 1 Weapon Against 


Are There Holes in Your Cost- : 

Cutting Programs? ........ Apr. 8 
Making a Change: Must There ~~ 

Be Resistance? (D) ....... May 37 
Eleven Ways to Get More Done 

Organize Your Time to Get | 

How Much Supervision? (D). Jul. 54 
The Hidden Key to Higher Pro- 

Turn Production Goals into Em- 

Promotions 
The Fitter Pipefitter (A) ..... Apr. 17 
Public Speaking 
Unaccustomed AsIAm...... Jan. 28 
Those Extemporaneous On-the- 
- Job Speeches (D)......... Feb. 46 
How to Lead a Small Meeting 

—and Get the Most Out of 

Are They Getting Your Safety 


Quality Control 
(See also Communications; Cost Con- 
trol; Training) 


Reliability Engineering (D) ... Jun. 25 
What the Supervisor Should. 

‘Know About Value Analysis Oct. 28 
What Quality Control Needs © 

Reading 
Make On-the-Job Reading Go 


Speed Reading and What. It’s. 


Safety 
Measuring Time. Lost — 


Spotting Hidden Safety Hazards Jan. 40 


Are Your Safety Rules Doing 
Theis BOT 
New Look in Industrial Safety 
Suits (D) 
Unsafe Acts Are Production 
Problems 
When You Have to Fight a Fire 


Check Those Offbeat 
_ Hazards! 
How to Foil a Car Thief ...... 
How to Prevent Eye Injuries 
(D) 
Keeping Fit on the Job 
Going Camping? Take These 
Precautions With Fire and 


Safety 


Them From Falling . 


Families Need Safety Programs, 
Too 
Driving on Roads Steep and 
Narrow- 


Preventing On-the-Job Back 


What Industrial Supervisors 
Should Know About Respira- 
tory Protection (D) 
Are They Getting Your Safety 
Message? 
Danger in Disguise 


~The Supervisor’s Role in Fire 


Prevention (D) ... 
Why Workers Get Burned (D) 
Look Out Below! ..... 


Self-Development 


Make On-the-Job Reading Go 
Faster (D) 
Building Your Management Po- 
tential 
Speed Reading and What It's 
Good For 


Feb. 


Feb. 


Mar. 
Mar. 


Special Supervisory Problems 


Never Take Her for Granted: 
Some Guides for Supervising 
Women Workers 


The Supervisor and the Alco- 


~holic Worker 
Training Older Workers in New 
Skills 
When Dismissal is the Answer 


(A)—Arbitration Case; (D }—Digest; (C 


Jan. 


Feb. 


Mar. 


May 
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20 
32 


23 


33 
32 


32 


. 44 


23 
14 


. 47 
. 41 


. 47 


28 


53 


| 
Apr 
Ap 
May 
May 
Jun. 
ina. & 
Sep. 
Oct. 
Oct 
No 
Jul. 
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Employee Recreation: What Is 

the Supervisor’s Role? ...... 
Delayed Action (A) 
Think of It 


How to Supervise the Woman - 


Worker (D) 


Hiring the Handicapped—Is It 


Really Good Business? (D) . 


Technology 
(See also Automation) 


New Ways to Make Things 
Stick 
New Look in Industrial Safety 
Suits (D) 
What the Supervisor Should 
Know About  Programed 
Learning | 
Tomorrow's 
niques (D) 
Get the Most From 
Power Tools (D) 
Silent Sound Goes to Work (D) 
Reliability Engineering (D) . 
New Materials for Industry (D) 
Data Retrieval: Management’s 
Defense Against Waste (D) 
New Jobs for Computers (D) . 
Cybernetics (D) | 
The Inch vs. the Meter—Which 
Is Better for Industry? (D) . 


Measuring Tech- 


Portable 


Training 
(See also 
tion; Safety) 


31 


36 


Sep. 


Nov. 41 | 


Don't Make a Production Out of — 


Training 
Audio-Visual Aids Join the As- 
sembly Line (D) 
Who’s Your Stand-in? ........ 
Ten Against One (C)......... 
Is Training On your Daily 
Agenda? (D)- 
How to Prepare New Workers 
(D) 
Training Older Workers in New 
Skills 
Data-Processing: 
What? (D) 
What the Supervisor Should 
Know About  Programed 


Who Does 


Apr. 24 


The Road to Maturity (D) ... 
Are You Holding Your Subor- 
How to Lose a New Employee 
Making Every Motion Count .. 
Making a Change: Must There 
Be Resistance? (D) 
When Employees Say, ° ‘T Didn't 
Know” (D) 
Task Planning: Key to Effective 
Delegation 
How tq, Make Performance Ap- 
praisals Pay Off (D) 
Message to Managers 
Show Trainees How to Practice 
(D) 
Let Others Solve Your Prob- 
lems 
The Supervisor’s Role. in Fire 
Prevention 
Start the New Employee Off- 
Right (D) 


Turnover 


Why They Quit 
How the Supervisor Can Use 
ine Exit Interview .......... 
Unions | 
(See Arbitration) 


Women Workers 


Never Take Her for Granted: 
Some Guides for Supervising 
Women Workers 
How to Supervise the Woman 
Worker (D) | 


Writing 
(See also Communication) 
Making Every Word Count (D) 
Memo on Memos: Write Less. 
Say More 
Jargon Costs More, 
(D) 


More, Says Less 


How to Write a Business Article 


But That Isn’t What I Meant! 
Words—And the Trouble They 
Can Get Us Into 
Do Your Reports Really. Re- 
port? 


(A)—Arbitration Case; (D)—Digest; ( Cc )—Case 


54 SUPERVISORY MANAGEMENT 


Apr. 


May 
May 


_May 


May 
Jun. 


Jun. 
Jul. 


Jul. 
Sep. 
Oct. 


Nov. 


Mar. 


Apr. 


Jan. 


44. 


49 
20 
37 
Jan. 53 7 40 
12 
Feb. 53 
43 
Apr. 24 55 
Apr. 53 47 
May 40 mm 38 
May 53 
Jun. 55 
Jul. 36 
Jul. 45 
18 
Aug. 49 
Sep. 50 
Oct. 54 
Nov. 44 
Jan. 22 Sep. ZZ 
Jan. 51 
Feb. 23 
Feb. 30 
Apr. 42 
Feb. 40 
May 8 
Feb. . 49 
Jun. 46 
Mar.. 9 
Aug. 4 
Mar. 44 
Oct. 
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